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LIMITED OFFICIAL USE SECTO 01026 

FOR S/S LIAISON OFFICERS AND C&R 


E..O, 11652: N/A 

TAGS: OVIP (VANCE, CYRUS R.) 

SUBJ: SECVISIT: S/S LIAISON 

REE A. STATE 3733 B. STATE 3730 C. STATE 3728 

1. S/S LIAISON OEFICER (REETEL B) IS REQUESTED TO SORT 
TELEGRAPHIC TRAFFIC, PRESS CLIPPINGS AND OTHER MATERIAL 
FOR GENERAL DISTRIBUTION TO THE SECRETARY'S PARTY INTO 
10 COLLATED SETS FOR PROMPT DISTRIBUTION UPON ARRIVAL. 

URGENT ITEMS SHOULD BE ON TOP OF EACH SET. TWO SETS 

OF THIS MATERIAL SHOULD BE DELIVERED BY S/S LIAISON 
OFEICER AT THE PLANE REPEAT AT THE PLANE TO JANET HALL. 

NODIS SENSITIVITY TELEGRAMS SHOULD BE HELD BY C&R 
UNTIL S/S ARRIVAL AT HOTEL. 

2. C& R SHOULD PROVIDE A FULL TAKE FOR THE SECRETARY'S 
PARTY BEGINNING AT THEIR OPENING OF BUSINESS ON DAY 
OF ARRIVAL. THESE CABLES SHOULD BE DELIVERED TO S/S 
OFEICE IN TIME FOR SORTING AND DELIVERY TO S/S WHEN 
THE PARTY ARRIVES AT HOTEL. 
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3. FIRST SELECTION OF PRESS CLIPPINGS (REFTEL C) 

SHOULD ALSO BE DELIVERED TO S/S OEFICE IN TIME FOR 
SORTING AND DISTRIBUTION UPON THE PARTY'S ARRIVAL. 

4. S/S LIAISON OEFICERS SHOULD PREPARE KEY TELEPHONE 

LIST INCLUDING ROOM AND PHONE/INTERCOM NUMBERS SOR THE EOLLOWING 
A) STATE DEPARTMENT OPERATIONS CENTER (PROVIDE SHORT 
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EXPLANATION ON HOW TO DIAL DIRECT OR REACH OVERSEAS 
OPERATOR); B) EMBASSY; C) AMBASSADOR'S RESIDENCE; 

D) HOTEL (PROVIDE SHORT EXPLANATION ON INTER-ROOM DIAL 
AND LOCAL CALLS); E) SPECIAL ASSISTANTS' OEFICE (S); 

E) SENIOR STAFE OEFICE; G) EXECUTIVE SECRETARIAT OFEICES 
(S/S-S); H) SECRETARY'S ROOM AT RESIDENCE; 

I) SPECIAL ASSISTANT'S ROOM AT RESIDENCE; J) SY COMMAND POST; 
K) EMBASSY CONTROL ROOM AT HOTEL; L) DISPATCHER; M) C&R; 

N) COURIER STATION ROOM AT HOTEL; P) PRESS ROOM AT HOTEL; 

O) EMBASSY SECRETARIES OEFICE AT HOTEL. 

5. KEY TELEPHONE LIST DOES NOT REPLACE NEED FOR AN 
ALPHABETIZED ROOM LIST OF PARTY LODGED AT HOTEL AND A 
COMPLETE EMBASSY LISTING WHICH INCLUDES HOME PHONE 
NUMBERS. 

VANCE 
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